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Cl ass Specifications
for the

SCHOOL BUS TRANSPORTATI ON SERI ES

This series includes positions involving responsibility for
the direction and coordination of the State’s school bus subsidy
program under the jurisdiction of the State Conptroller.

Class levels in this series are distinguished on the basis
of scope and variety of work; nature of supervision received;
nature of avail able guidelines for performance of work; nature
and purpose of personal contacts; nature and scope of
recomendati ons, decisions, conmtnments and concl usions; and
nature and extent of supervision exercised.

This is a change in class code and an anendnent to the
specification for the SCHOOL BUS TRANSPORTATI ON OFFI CER I |
(2.067) class approved on August 7, 1968; and the first
specification for the new class SCHOOL BUS TRANSPORTATI ON
OFFICER I 1.

DATE APPROVED: 9/ 9/ 98 /s/ Janes H. Takush
JAVES H TAKUSHI

Di rector of Human Resources Devel opnent

SCHOOL BUS TRANSPCRATI ON OFFI CER 1 | 2.010
(SCHOOL BUS TRANSP OFFCR I1)

Di stingui shing Characteristics:

A position in this class receives fornmal and on-the-job
training in the school bus transportation rules and regul ati ons,
i nspectional /investigational nethods, techniques and procedures,
and program activities while perform ng school bus
transportation activities of limted conplexity such as
nmoni toring the school bus services involving specia
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education/ m d-day transportation arrangenents provided by
private contractors for conpliance with contract provisions,
adherence to safety regul ati ons, scheduling, inspection and
routing functions, etc.

Cl ose supervision is received on conpl ex or unique
situations and assignnents while general supervision is received
on routine matters and as conpetence is gained and denonstrated
on nore difficult assignnments.

Exanpl es of Duti es:

Checks school bus transportation carriers for conformance
with rules and regul ati ons such as proper preventive naintenance
of their notor vehicles, work hours of drivers, and required
records, clearances, |licenses, etc.; for routine violations,
poi nts out discrepancies, explains to offending carrier the
nature of the problenf conplaint, recormends corrective actions,
and follows up to ensure that the violations have been
corrected; assists in school bus accident investigations;

i nvestigates conplaints of unsafe driving practices and faulty
equi pnent conditions; works with higher |evel officers in
perform ng on-site checks to eval uate best pick-up and drop-off
poi nts; calculate distances within route(s) as well as any
associ ated cost factors; assists in coordinating, routing and
nmoni toring m d-day and special transportation arrangenents with
t he school s, other agencies, parents and bus conpany where
services and schedul es need to be adapted to neet the individual
needs of students; assists in devel oping contract nodifications;
revi ews mai ntenance records, carrier tinmesheets and ot her
records for conformance with applicabl e guidelines; provides
informati on and expl anations to the public on school bus
transportation program policies, rules and regul ations; attends
training sessions; assists higher-Ilevel personnel on conpl ex
assignnents; and prepares witten reports and drafts letters as
required.

Know edge and Abilities Required:

Know edge of :  Working knowl edge of school bus
transportation rules and regul ations; program policies and
directives; preventive vehicul ar maintenance practices; proper
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driving practices and techniques; safety factors; investigative
practices and techniques; arithnmetic, including nmultiplication
and division; interview ng nmethods and techni ques; and report
writing.

Ability to: Understand, apply and expl ain school bus
transportation rules and regul ations; interview others to gather
facts; recogni ze unsafe school bus conditions and activities,
and nonconpliance with school bus transportation rules and
regul ations; perform basic inspection and investigation work;
coordi nate a nunber of detail-oriented tasks; follow oral and
written instructions and procedures; solve problens |ogically;
comuni cate effectively both orally and in witing; deal
tactfully with others; and prepare clear and conci se reports.

SCHOOL BUS TRANSPORTATI ON OFFI CER 111 2.011
(SCHOOL BUS TRANSP CFFCR I11)

Di stingui shing Characteristics:

This class is independently responsible for the scheduling,
routing, enforcenment and inspection of a district student bus
subsi dy program under the jurisdiction of the Conptroller.
Positions in this class are responsible for the interpretation
of departnental and county policies, rules, ordinances and
procedures relevant to student transportation. Inspections of
carriers are made to ensure proper nechani cal condition of
vehi cl es, nmi ntenance of appropriate |icenses and certificates,
and conformance to operational standards. Recomendations as to
budgetary proposals and changes in policies and penalties to be
exacted fromcarriers are made to the Director of the bus
subsi dy program

The work involves naintaining effective relationships with
various governnental agencies, public carriers, education
officials and the public to resolve conplaints concerning
services and to inplenent operational procedures. Direction
received is in regards to policy determ nation, priorities and
unprecedent ed situations.
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Exanpl es of Duti es:

According to departnental guidelines, explains and revi ews
contract provisions and policies with principals and carriers;
accepts bids and applications and recomends awards; projects
di strict programcosts through the evaluation of carrier
operational data; recommends changes in program policies and
procedures to accommpdate district or island conditions; assists
education officials in evaluating proposed and existing bus
routes; prepares correspondence concerni ng program operations;
mai ntains records and files on contracts awarded, |icenses
i ssued, bids, reports and the status of equi pnent; receives and
resol ves service conplaints and serves as |iaison anong the
governnent agencies, carriers and public affected; inspects
buses in notion for safety of students and proper operation of
vehi cl es; investigates school bus accidents; seeks conpliance
wi th county ordi nances, public utilities requirenents, contract
provi sions and school codes; nonitors school bus services
provi ded by private contractors for conpliance with contract
safety rules and regul ati ons, ordi nances and other |aws; reports
vi ol ations of |law and contract specifications to the Director;
contributes to the devel opnment of policies and procedures;
recommends penalties or termnation of carrier contract for
nonconpl i ance to provisions; sets up energency neasures for
continuation of services during breakdowns; and di scusses
program policies and objectives and bus operational standards
with the public.

Know edge and Abilities Required:

In addition to the knowl edge and abilities required at the
next | ower |evel:

Knowl edge of : Thorough know edge of school bus
transportation rules and regul ati ons; general business practices
and operations of nmotor carriers; nmethods and techni ques used in
dealing with the public; techniques of dissen nating
information; and inspectional and investigative practices and
t echni ques used in the school bus transportation program

Ability to: Interpret policies, rules, regulations and
ordinances relating to public carriers; adm nister




PART | Page 5
SCHOOL BUS TRANSP OFFCR | | 2.010
SCHOOL BUS TRANSP OFFCR |11 2.011

transportation contract provisions; gather and eval uate data and
make sound deci sions based on data collected; deal tactfully and
effectively with others; and devel op and assign routes to the
vari ous school bus operators.

Exanpl es of Duti es:

Reviews, interprets and initiates action to inplenent
departnmental policies, rules and regul ations, and procedures
pertaining to the student bus transportation program
coordi nates the enforcenent of all ordinances, safety codes and
practices through district officers, police departnents, and
school district superintendents; reviews activities on islands
and districts for proper admnistration of the subsidy program
reviews and oversees the final preparation of specifications for
bi d docunents; evaluates the nature of service conplaints for
pur poses of devel opi ng preventative nmeasures; recommends changes
in policies and procedures to the departnents and officials
i nvol ved; participates in public neetings for the explanation
and pronotion of the program works closely with school district
superintendents to assure proper handling of conplaints and
adequacy of services provided by programstaff; reviews
operations to prepare the operating budget of the staff and to
assist in the justification of funds needed for the continuance
of the school bus subsidy program and interprets |egislation
and ot her guidelines to develop technical naterials to be used
by the staff.

Know edge and Abilities Required: In addition to the know edge
and abilities required at the next |ower |evel:

Know edge of : Conprehensi ve know edge of the school bus
transportation rules and regul ations; State and county
regul ations pertaining to public carriers; general principles
and practices used in business adm nistration such as busi ness
| aw, managenent and budgeting; and principles and practices of
supervi si on

Ability to: Interpret, explain and adm nister departnental
and county policies, rules and regulations relating to public
carriers; supervise the work of others; and devel op operationa
gui del i nes.




